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STATINTL 


STATINTL 


Chief, | 

Acting Chief, | 

Supply- Account No, 2 - Office Supplies 


5 Key 1950 


1, Relative to recent discussions held pertaining to the 
opera ti ons of Supply Account No, 2, you are advised that the follow- 
ing procedure will he established immediately end that a report of 
aeccaplishaents he furnished this office co 15 June 1950, 


a. Prohibit entry to the supply room, except fbr 

Indivi duals assigned to the I I 

l I the Chief end Aset, Chief, I 

an d thstr imediate supervisors. All other personnel will 
he required to sign a register, to be installed without 
delay, which will bear date of entry and nan® of indiv idual. 
Such personnel requiring entry will be kept to a KZKXHQM. 


AT 

AT 


b. Installation of a dutch door at 'the entrance to 
the supply room containing office supplies. All supplies 
withdrawn from the supply room will be obtained by delivery 
personnel at this point. 


c. All items being issued will be double checked and 
initialed by the checke r. Until an individual is permanently 
assigned as Asst. Head, 


an alternate will be assigned to this detail, since quantities 
of item in stock should at all times be in agreement with 
stock record cards, there should be no need to substitute items 
However, if substitution is made, a ll conies of the requisitio n 

should be chan ged accordingly. The I 

Should tab® necessary action upon, receipt of the 


final document to ads adjustments necessary. 


STATINTL 


STATINTL 


d. All item will be stasped and will bear the corres- 
pnmxMwg stock susber as reflected on stock control cards. This 
System will eliminate discrepancies which say esdst in the 
issuance of supplies. 


s. A spot inventory will be taken by inventorying the 
stock on hand aid checking the balances recorded on the stock 
record cards, A record will be made of the results of such 
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ixxvantarlac ini iwwnrririitiTm outlining ftotfagi vtll fee 
dirrobod to this offSca, ©eai-smirfchly, for vmdmt, 

2* WtmwrGM for lonodlate action. 
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